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3 May 1957
MEMORANDUM FOR: Chief, Mgchine Division/CR
Chief, Decument Division/CR v~
CIA Librarian/CR
FROM: Executive/CR
SUBJECT: Intellofax System Production Schedule

1. This will confirn the discussions which we had this
waek concerning work load standards in each of the several
stetions of the Intellofax System production pipeline. The
attached chart represents realistic atandards which I believe
we can atbleve through chgages in staffing pattern, more care-
ful guperyislon, and s Judicious application of overtime, It
seons worthwhile to give these standards a try for at least a
ige dwriod and I propoge that we start the morning of May

s .

2. To mwet production schedules, you may wish to consider
the following approaches to the manpower problea:

Use OV - On & day to day basis authorige the
neeced %o process current material. If neces~
sary, get voluntecrs from other branches and divisions
who may have had prior experience in your activity. If
your regular overiime quota is insufficient, coordinete
gfmr additionel requirements with Chief, Administrative
talf,

ars of work -« In certain units, it
RRY bR advantageo shange the tour of duty for some
individusle., I there are sound reasons for doing this,
1% is possible far the AD/CR to suthorize hours of work
such as 10:30 AK o 7:00 P}, 11:30 AM to 3:00 PM, etc.
For such tours of duty night differentisl (en additional
10f of employee's base pay) is allowed for each whole
hour of work performed between 6300 PK and 63100 AM,

...
udste . w3

: lum ppower uged - You should
EVEI0D & aysten I ing workloads and man hours
required for getting each job done effeciively. Your
personnel requirepents (ceiling, overtime, etc.) can
best be justified with actusl experience figures which
show work to be done, man hours reguired, and man hours
available,
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- 17 exp 0 your pecple the objectives
af our pro:aesed schedule and the part they play in making

it work.
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Working Document ~ Machine 01a
Days Division Division Library
1st day Receive and sart.
2nd day Disserdnate,
3rd day Distributas. Film,
Lth day " Code, Process film and
key punch,
Sth day Type and send mats  Machine room aper-
%o reproduction. ture card prepar-
6th day Hounting.
Tth day Leliver completed  File aperture
aperture cards to cards.
Library.
Bth day Peliver reproduced
source carda to
Lidrary anéd un-
punched index cards
to Kachine Division.
9th day Punch index cards  File source
and interfile in cards.
master deck.
Note 1: The CIA Library will alse adjust to a one day service schedule

Rote 2:

in its photocopy activity. Any requests received by the CIA
Elbrary for document reproduction before the Tth day will be
serviced by the Machine Division.

To i1lustrste how this chart should be interpreted and using
the mounting operation in Mechine Division as an exsmple, it
should be understood that ite mounting activity at the end of
a given working day %11l have ao work on hand wideh had been
received in the pipeline six working days previous.

FOR PRI i Ay

Approved For Release 2001/03/02 : CIA-RDP67-00896R000100070009-8

L ———



